
New Jersey Housing and Mortgage Finance Agency 

Online Internal Application 

How to Apply 



The NJHMFA Human Resources Department 
has made changes to the Internal Hiring Process. 

This presentation will assist you in the  
NEW Online Internal Application process. 

The online application process will allow you to apply  
by uploading your resume directly to the vacancy requisition posting. 

All internal candidates must apply using this method in order to be  
considered for a position.  



BEFORE YOU BEGIN 

Remember to  update and include the following on your resume prior to uploading 

Full Name 

Preferred Telephone Contact Number 

E-mail Address 

Entire Employment History 

Education History 

Your  profile  could be considered incomplete or  not qualified for the position if not up to date and complete! 



Go to the NJHMFA Careers page and click on the  
Internal Applicants link  

or  
http://ch.tbe.taleo.net/CH04/ats/careers/jobSearch.jsp?org=NEWJERSH2&cws=38 

Residency in the State of New Jersey is required of all employees with an agency of the State in accordance with  
the New Jersey First Act, N.J.S.A. 52:14-7 (L. 2011, Chapter 70). 



Search for Current Vacancy Requisition Postings 

Previous Applicants 
can  easily login by 

entering their information 
here 

Type in keywords and 
click Search if you want 
to narrow your search for 

a particular posted 
vacancy. 

Ex: Accounting 



Select from the Current Vacancy Requisition Postings 

Take advantage 
of the Job Alert 

function! 

Click on the Vacancy title 
to open and view the  job 

posting. 



View the Complete Vacancy Description  
& Apply Directly to the Vacancy Requisition Posting  

This screen will 
allow you to review 

the complete 
Notice of Vacancy 

and minimum 
requirements of 

the position  

Tell a 
Friend! 

Applicants new to 
the Online Internal 

Application 
Process  click here 

Previous Applicants 
Can  easily login by 

entering their information 
here. 



Applying to a Job Posting 

1. Applicants  new to 
the Online 

Application process 

Create an applicant 
profile using their 
preferred email 

address and create a 
password   

To save time select  
Upload resume or  

LinkIn Profile  and it  will auto 
fill the application  form. 

Verify information uploaded 
completely 

2. Select your  
preferred method to 
upload/submit your 

resume  

Upload Resume 
LinkedIn Profile 
Attach resume 

Or  
Fill out the application 

directly  

 The Attach Resume method will not auto fill the application form  
 To auto fill the application form use the Upload Resume method 
 To add additional documents,  cover letter, certificates etc. click on the link “Add Resume & Attachments” 

Copy and Paste Cover Letter  
in this section 



Uploading of Resume options 
Option 1: Upload Resume 

Browse and locate the file you want to attach and click Attach 

Option 3: 
Browse and locate the  additional document file(s) you want to attach and click Attach 

Option 2: 
Follow the easy step by steps provided by LinkedIn 

Option 4: 
Apply with out using a resume by manually entering your resume information 



Application Fields	
  

You can add or 
remove Work History 
by clicking on the link 

If you used the Upload resume  option 
for your resume this information would 

have automatically filled in for you.  
Please confirm all information was 

captured and is in the correct place. 

If  you used the Add Resume and 
Attachments you will need to enter this 

information in manually. 

You can also manually enter this 
information in without uploading or 

attaching a resume. 



Application Fields	
  

You Can add or 
remove Education and 
Certificates/Licenses  

information by clicking 
on the link(s) provided  



Application Fields	
  

Once all required information has 
been uploaded or entered for your 

application you will be asked a series 
of  required questions  

 Questions above are examples 

1.   Are you at least 18 years of age? 

2.  How did you learn about this position? 

3.  Are you a New Jersey resident? If not a New Jersey resident are you willing to 
relocate? 

Questions 



Voluntary Equal Opportunity Questionnaire	
  

Please note: This is not mandatory to submit your 
application. 

If you already work for us, your answer will not 
be used against you in any way. Because a 

person may become disabled at any time, we 
are required to ask all of our employees to 

update their information. 



Candidate Sign Off	
  

By eSigning you certify the information you entered on the  application is complete and accurate, to the best of your knowledge.  

Type your name 
and date in the 

required fields and 
click submit to 
complete and 

submit your online 
application 

Disclosure  
I understand that if I plan to engage in other business, political activities or employment while working for the NJHMFA, 
prior to approval will be necessary, as there may be restrictions in accordance with the N.J. Conflict of Interest Law and the 
Agency’s Code of Ethics. 
I certify that the information on the application is complete and accurate, to the best of my knowledge. I understand that 
any misleading or incorrect information may render this application void and be just cause for immediate dismissal. I 
understand that completion of this application does not constitute a contract of employment. 
I further acknowledge that if I am employed by NJHMFA, my employment will be at-will and may be terminated with or 
without cause at anytime by NJHMFA. 
I hereby give permission to the NJHMFA to contact any persons or companies named on this application  



Online Application Submitted	
  

Once you click Submit you 
will receive an on screen 
message confirming your 

application has been 
received. 

You will also receive an email 
confirmation. 

If you should have any questions or concerns regarding your online application or profile please feel 
free to contact the NJHMFA Human Resources Department at  

(609) 278-7400 


